








































































Minnesota House of Representatives Legislative Information Manual 2003-2004 

2. To help legislators and committees develop legis
lation that carries out their legislative decisions by 
providing expert and experienced help in developing 
and drafting legislation and in evaluating and under
standing the effects of legislation. 

Department staff members analyze options, draft 
bills and amendments, summarize laws and bills, 
provide information, and answer questions. This work 
is done for committees, as part of the legislative 
process, and for individual legislators on request. 

3. To advise the House on legal matters arising from 
the conduct of House business. 

Attorneys in House Research serve as legal counsel 
to the House as a government agency. 

Fiscal Analysis Department 

Fiscal analysts provide legislative support for the 
House finance, taxes, and appropriations committees, 
as well as function as a department providing informa
tion to the Legislature on fiscal issues. The finance 
committees and divisions, Taxes Committee, Capital 
Investment Committee, and Ways & Means Commit
tee are all staffed by fiscal analysts who provide 
professional help to committee members making deci
sions on state finances. 

Fiscal staff provide budget background information, 
analyze spending and revenue proposals, track legis
lative decisions, and draft legislation to implement 
budget decisions. Fiscal analysts also respond to re
quests from members needing analyses or informa
tion on government finances. Publications providing 
background information on state finance issues are 
published by the fiscal staff. 

Legislative Reference Library 

The Legislative Reference Library, 645 State Office 
Building, (651) 296-3398, established in 1969 as a 
nonpartisan service to the Legislature and its staff, 
has evolved into a highly specialized information 
resource. The library handles all inquiries - whether 
in person, by letter, phone, or e-mail 
(refdesk@library.leg.state.mn.us) - objectively, 
confidentially, and in a nonpartisan manner. 

The Collection 
The library's collection contains material on topics 

which have been, are, or may become of concern to 
lawmakers. The library staffs experience with the 
Internet and other electronic resources and member
ship in an inter-library loan network means that the 
resources available to the Legislature are, in effect, 
unlimited. 

The library reading room contains a collection of 
books, state documents, magazines, newspapers, and 
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background materials. In addition to this collection, 
the library maintains general legislative history files, 
lists of elected officials over the Legislature's history, 
and files of newspaper clippings arranged by subject, 
legislative district, and name. Tape recordings of 
House and Senate floor sessions and committee hear
ings and committee minute books are retained and 
made accessible by the library. 

The library has an extensive collection of publica
tions by state departments and agencies, including 
budget documents, annual reports of state depart
ments, reports by legislative staff, reports from con
sultants, and much more. In addition, the library 
retains all recent Senate and House bills for use by 
members, staff, and the public. 

Library staff members use a variety of electronic 
resources, including the Internet, LEXIS/NEXIS, and 
Dow Jones, while its CD-ROM collection includes 
backfiles of the St. Paul Pioneer Press, the Star Tri
bune, census data, and other data compilations. The 
library also manages "Links to the World," a collection 
of public policy Internet sites. 

The library offers two other popular services: Inside 
Issues (regular, customized lists of articles on topics 
selected by service users) and the Contents Page 
Service (photocopies of contents pages from journals 
chosen by service users). 

Loan Privileges 
Legislators, researchers, and committee staff may 

borrow material for a three-week period. Requests 
can be made by telephone or e-mail 
(circdesk@library.leg.state.mn.us). Materials that 
are available within the Capitol complex are delivered 
within 24 hours. When material is borrowed from 
another library, there may be ·a delay between initia
tion of the request and delivery. 

Committee Staff 

Committee Administrator 
Committee administrators are assigned to each 

chairperson. They are responsible for a wide range of 
duties including research, organization of materials, 
and liaison between the chair, members, and constitu
ent services. 

Committee Legislative Assistant 
Committee legislative assistants are assigned to a 

committee chair and perform secretarial duties for the 
chair, keep records of the current status of every bill 
in the possession of the committee, assist members in 
drafting amendments, and keep records of all commit
tee actions. The legislative assistants gather materi
als necessary for the preparation of the official reports 
of the committee for approval by the chair and submis
sion to the full House. 
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Chief Committee Clerk 
The chief committee clerk coordinates activities 

among the Chief Clerk's Office, the Office of the 
Revisor of Statutes, and House committee legislative 
assistants for the timely drafting and filing of commit
tee reports. 

DFL, GOP Caucus Staff 

Both political parties have partisan caucus staff to 
assist them with scheduling, research, the media, 
constituent requests, information systems, and word 
processing. 

Leadership Staff 
A select few staff members are considered leader

ship staff. They assist in caucus and House manage
ment and planning, staff coordination, overall staff 
support services, and act as political advisers. Some 
may also assist in scheduling House floor sessions and 
overseeing the flow of bills on the House floor. 

Legislative Assistant 
Most members share the services of a legislative 

assistant with one or two other members. Duties 
include scheduling, handling constituent inquiries, 
and coordinating the daily activities of the members. 

Research 
The research departments assist members and staff 

in developing and interpreting public policy by provid
ing information which serves both the political and 
policy analysis needs of the members and staff. Re
search assists in the inception, development, drafting, 
presentation and summarizing of bills, amendments, 
and other legislation. 

Media 
The media departments help members better com

municate with their local press. They assist members 
in their attempts to open up the communication lines. 
Writing service options include: press releases, news 
columns, letters to the editor, legislative reports, 
newsletters, questionnaires, speeches, and photo 
cutlines. The departm~nts also provide radio and 
graphics services. 

Constituent Services 
Constituent services departments serve as the chief 

clearinghouse for all requests that require casework 
for a constituent and/or background information/re
search for a member. 

Information Systems 
The information systems departments coordinate 

the development of computer systems throughout the 

GOP and DFL caucuses, respectively. The information 
systems staff administers the network, provides soft
ware and hardware support, fields computer ques
tions, and trains members and staff in the use of their 
computers. 

Word Processing 
Word processing services produce routine letters, 

reports, and other materials from hard copy and 
samples, on the computer network, in a manner that 
meets the word processing needs of their caucus. 

House Public Information Services Office 

The House Public Information Services Office, 175 
State Office Building, (651) 296-2146, is a nonpartisan 
service of the Minnesota House of Representatives 
serving the public, representatives of the media, and 
members of the House. The office policy in working 
with each of these audiences is to remain politically 
neutral and impartial on the issues. 

Public Access 
The office is the first point of contact for members of 

the public. Staff members handle general requests for 
information, such as helping constituents contact their 
representatives, mail out requested publications, and 
answer questions about the legislative process. The 
office places most of its printed materials, such as 
publications, committee schedules, and directories on 
the Internet at: http://www.leg.mn 

Publications 
The House Public Information Services Office pub

lishes the Session Weehly, a newsmagazine covering 
each legislative session that provides synopses and 
updates of bills pending before the House. It also has 
a topically-organized online companion, called Ses
sion Daily. The office also publishes a variety of 
legislative directories and informational material on 
state government and the legislative process. New 
Laws, for example, includes highlights and a summary 
of all bills passed by lawmakers and signed or vetoed 
by the governor during each legislative session. Edu
cational publications developed by this office are often 
used in classrooms of all levels. (For more House 
Public Information Services Office publications, see 
Constituent-Oriented Publications on page 26.) 

Photography 
The photography division of the House Public Infor

mation Services Office, (651) 296-9284, accepts as
signments from both political caucuses and other 
House offices such as the High School Page Program. 
The photographers serve on_ the Session Weekly staff, 
providing news and feature photographs. They take 
member and staff portraits; candid photos of members 
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in committee, on the floor, and with constituents; and 
photographs of Capitol activities. In addition, the 
photographers document House floor sessions and 
House committee hearings. 

Television 
Television Services, Room 216C State Capitol, 

(651) 297-1338, was established in 1994 as a nonpar
tisan legislative office to open the political process to 
the public. It became part of House Public Information 
Services in 2002. House Television Services, in con
junction with Senate Media Services, broadcasts floor 
sessions and committee hearings live throughout the 
state via satellite. The staff als,o produce informa
tional and educational programming about the House 
and the Legislature in general. 

Minnesota State Fair 
The House Public Information Services Office is 

responsible for organizing the operation of the Minne
sota House of Representatives exhibit at the Minne
sota State Fair each year. The goal of the House 
exhibit is to introduce people to state government, 
help them find answers to questions, and familiarize 
them with the office's literature about the legislative 
process. The exhibit has been a fixture in the Educa
tion Building at the State Fair since 197 4. Staff 
members also arrange for members and other staffers 
to work in the booth to greet fairgoers and to help 
inform the public about how to access information 
about their government and representatives. The 
House and Senate exhibits are side-by-side in the 
Education Building, allowing for greater cooperation 
between the two bodies. 

House Administrative Services 

PayrO'II, Expense Reimbursement and Payments 
The House Administrative Services Office, 198 State 

Office Building, (651) 296-6648, is the official account
ing and financial payment location for the House. All 
House member and staff paychecks, expense reim
bursements, and invoices for House goods and opera
tions are processed here. Members' allotted postage 
also is available in House Administrative Services. 

Benefit Information 
House Administrative Services provides informa

tion on the state health and dental insurance plans for 
employees and their dependents; retirement; deferred 
compensation; pre-tax medical and dependent reim
bursement accounts; employee, spouse, and child life 
insurance; and short- and long-term disability insur
ance. Additions or changes to current coverages are 
also processed here. 

Benefits and other employment information is also 
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available in the House Administrative Services sec
tion of the House Intranet Site. 

Personnel Services 
Job opportunities are posted in this office (as well as 

on the House Web site). Information is also available 
on tuition reimbursement, employee assistance, equal 
employment opportunity and affirmative action, sexual 
harassment, Americans with Disabilities Act, and 
employee training and development. Employment veri
fication requests are processed here. 

Supply 
The House Supply room, 35 State Office Building, 

(651) 296-2305, distributes and inventories House 
property and equipment and provides the necessary 
office supplies for House members and staff. 

Purchasing 
House Administrative Services performs the pur

chasing function for all House members and staff. This 
includes purchasing equipment, supplies, and various 
services, such as printing and telephone operation/ 
repairs. Equipment repairs also are coordinated 
through this office. 

Information Systems 
House Administrative Services provides the plan

ning and project management of House technology 
projects, such as the Members' Mobile Computing 
Project and changes to House local area network. The 
office also provides evaluation of new technology op
tions and performs the centralized backup of files on 
the House network. · 

Sergeant-at-Arms Office 

The Sergeant-at-Arms Office, 45 State Office Build
ing, (651) 296-4860, provides many services for mem
bers, staff, and the public. The chief sergeant-at-arms 
heads the department. Other staff members include 
three full-time assistant sergeants, the postmaster 
and assistant postmaster, two duplicating techni
cians, and an administrative assistant. The chief 
sergeant is appointed by the speaker. The assistant 
sergeants, postmaster, and assistant postmaster are 
elected by the House members to serve with the chief 
sergeant as officers of the House. 

Pages 
Pages serve as support staff for all House and 

conference committee hearings and aid all depart
ments in accomplishing their duties. During session, 
pages assist members in the House chamber by ob
taining copies of bills or other legislative materials 
and delivering messages from the public or other 
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members. They also assist in preparing for a daily 
session by placing agendas and orders on each member's 
desk as well as passing out amendments and other 
data during debate. Pages also maintain chamber and 
State Office Building files of Senate and House jour
nals and copies of bills pending before the House. 

Parking and Transportation 
The sergeant's office assigns parking spaces for 

members and staff. Parking information for the public 
is available from the sergeant's office for those attend
ing meetings or visiting House lawmakers. Transpor
tation services for "away from the complex" meetings 
are provided upon request. 

Security 
The sergeant's office serves as a liaison with Capitol 

Security in providing security for House office areas. 
A major role for the chief sergeant is to provide a safe 
environment for members and staff at all times, par
ticularly during session in the House chamber or 
during committee meetings. The assistant sergeants, 
postmaster, and assistant postmaster aid in this duty. 

The chief sergeant is responsible for decorum and 
protocol, and may be requested by the speaker to 
locate and escort members to the chamber during a 
roll call vote. Members may be escorted from the 
chamber, or even members of the public from the 
gallery, if they become disruptive. 

The sergeant's office orders and distributes keys for 
offices, files, and desks; unlocks committee rooms for 
meetings; and issues Capitol Complex key cards. 

Post Office 
The House Post Office, 50 State Office Building, 

(651) 296-9462, receives and distributes mail for mem
bers and staff. The post office is staffed by the post
master and assistant postmaster. The postmaster 
coordinates with the chief sergeant-at-arms and House 
Administrative Services to maintain' responsibility 
for approximately $100,000 worth of postage per year. 
The postmaster, during session days, coordinates with 
the chief sergeant to insure the security and smooth 
operation of the House chamber. The postmaster also 
is responsible for supervising temporary chamber 
staff. 

Educational Programs 
An assistant sergeant coordinates the High School 

Page Program and the College Internship Program. 
Another responsibility is to organize and lead semi
nars about the legislative process and conduct tours 
for constituents and special guests upon request. 

High School Page Program 
A nonpartisan student activity brings juniors from 

more than 500 state public and non-public high schools 
to spend a week at the Capitol and serve as pages. The 
program encourages involvement in the legislative 
process and in state government. Some activities 
include meeting with individual members and key 
officials of the three branches of government, attend
ing committee hearings and educational seminars, 
and serving as pages in the House chamber alongside 
the full-time pages. 

College Internship Program 
Interns work for members or key staffby performing 

duties, such as conducting research, following the 
status of bills, or monitoring committees to receive 
academic credit from their college or university. In
ternships are available throughout the year and the 
program provides for orientation and seminars through
out the year. 

Duplicating 
House Duplicating, 35 State Office Building 

(651) 296-8611, reproduces the Permanent Journal of 
the House, bills, amendments, committee reports, 
schedules, and other legislative materials requested 
by House members and staff. Two administrative 
assistants operate state-of-the-art duplicating tech
nology to produce high-quality products and to ensure 
that the duplicating needs of the House are met in a 
timely manner. 

Media 

Capitol Press Corps 
The Legislature rents office space to the news media 

in the tunnel level of the Capitol, rooms B-28 and B-29. 
There are mail slots provided for press releases and 
other information. Telephone numbers for specific 
members of the media who cover the Capitol are listed 
in the Official Directory of the Minnesota Legislature 
(Red Book). 
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Legislative Coordinating Commission 
(LCC) 

85 State Office Building ..................... ( 651) 296-9002 

Greg Hubinger - Director 
Chad Thuet - Assistant Director 
Open Position- Administrative Assistant 
Christine Sasseville - International Affairs 

Coordinator 

The commission serves as the umbrella organiza
tion for all of the commissions, joint offices, and other 
boards that are under its purview. The LCC sets the 
complement for joint agencies and commissions and 
the compensation of employees under its jurisdiction. 
All joint budgets are reviewed by the commission. The 
commission coordinates certain: activities of the House 
and Senate, including the setting of insurance benefits 
and sick and annual leaves. Staff work is done out of 
this office for the Compensation Council which sets 
the salaries of judges, legislators, and constitutional 
officers. The LCC serves as staff for the Regent Can
didate Advisory Council which recommends candi
dates to the Legislature for the position of regent, 
University of Minnesota and the Trustee Candidate 
Advisory Council, which recommends candidates to 
the governor for the position of trustee, Minnesota 
State Colleges and Universities. The Subcommittees 
are: Library, Revisor, Salary and Budget Review, and 
GIS Oversight, Claims, and Employee Relations. 

Library Subcommittee 

The Library Subcommittee oversees the operation 
of the Legislative Reference Library; it reports to the 
Legislative Coordinating Commission. 
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Reviser Subcommittee 

The Revisor Subcommittee oversees the operation 
of the Office of the Revisor of Statutes; it reports to the 
Legislative Coordinating Commission. 

Salary and Budget Review Subcommittee 

The Salary and Budget Review Subcommittee over
sees ·specific hiring and budget-setting decisions; it 
reports to the Legislative Coordinating Commission. 
It is to employees under the jurisdiction of the Legis
lative Coordinating Commission what the House Rules 
and Legislative Administration Committee is to em
ployees of the House. 

Geographic Information Systems (GIS) Office/ 
Subcommittee 

85 State Office Building ..................... (651) 296-0098 

Lee Meilleur - Director 
Troy Lawrence - Assistant Director 
Michael Paton - Network Administrator 

The Legislative GIS Office is responsible for the 
development and maintenance of spatial databases, 
and the repository for statewide boundary informa
tion for legislative use. These databases can be pro
vided to legislators and legislative staff as hard copy 
maps or electronic files. The office also develops new 
mapping applications that are pertinent to the Legis
lature. In the future, the office will be providing access 
to spatial databases via desktop GIS applications and 
also through an interactive Legislative GIS web page. 
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Legislative Advisory Commission 

Fourth Floor, Centennial Office Building 
St. Paul, MN 55155 .................................... (651) 296-4956 

The commission has the ·authority to review and 
grant requests by state departments and agencies for 
additional personnel or funding from contingent ap
propriations. The governor presides and the commis
sioner of finance acts as secretary. 

Legislative Audit Commission/ 
Office of Legislative Auditor 

First Floor South, Centennial Office Building 
St. Paul, MN 55155 ............................. (651) 296-4708 

James R. Nobles - Legjslative Auditor 
Roger Brooks - Deputy Auditor for Program Evaluation 
Claudia Gudvangen - Deputy Auditor for Financial Audits 

The commission is made up of 16 legislators. The 
commission appoints the legislative auditor who di
rects the work of the Office of the Legislative Auditor. 

The principal function of the office is to audit the 
financial operations of the state's executive branch 
and to evaluate programs funded by the Legislature. 
The office has a Financial Audit Division with approxi
mately 45 auditors (most of whom are CPAs) and a 
Program Evaluation Division with a staff of 16 evalu
ators (all of whom have advanced degrees in various 
research disciplines). Each division is supervised by a 
deputy legislative auditor. 

The legislative auditor's office was created in 1973 
with a mission to strengthen legislative oversight: 
improve accountability, and promote good manage
ment in state government. 

The office's financial audit schedule is set by the 
legislative auditor. It includes an annual "statewide 
audit,"which,amongotherthings,examinesthestate's 
financial statements. Each year, the Financial Audit 
Division also conducts approximately 35 to 40 sepa
rate audits of agencies, boards, and commissions in 
the executive and judicial branches of state govern
ment. 

The Program Evaluation Division conducts five or 
six evaluations each year on the subjects oflegislative 
concern. The Legislative Audit Commission chooses 
evaluation topics after requesting and considering 
suggestions from all members of the Legislature. In 
1993, the division also began reviewing annual perfor
mance reports prepared by executive agencies. 

Legislative Commission on the 
Economic Status of Women 

85 State Office Building ..................... (651) 296-8590 
Toll-free number ................................. (800) 657-3949 

Diane Cushman - Director 
Cheryl Hoium - Assistant Director 
Michelle Pryce- Communications/Policy Specialist 

The commission provides basic information and 
statistics on women, children, and families in Minne
sota, including population characteristics, educational 
attainment and enrollments, marital and parental 
status, household characteristics, labor force status 
and employment characteristics, referral to women's 
programs and services, and basic information on 
women's legal and economic rights. The commission 
studies legislative and agency proposals which impact 
women, children, and families and makes recommen
dations to the Legislature. The commission also pro
vides information on the Internet. 

Legislative Coordinating Commission/ 
Subcommittee on Employee Relations 

85 State Office Building .......... : .......... (651) 296-2963 

Greg Hubinger - Director 
Open Position - Administrative Assistant 

The subcommittee monitors the collective bargain
ing process between the state and its employees, 
ratifies negotiated collective bargaining agreements 
and arbitrated awards, and approves compensation 
plans for unrepresented state employees. The sub
committee monitors public employment issues at the 
local level, and conducts policy research on issues 
related to public employment. 

Legislative Commission on 
Health Care Access 

309 State Capitol ................................ (651) 296-4261 
559 State Office Building ................... (651) 296-9249 

This 10-member oversight commission was created 
by the 1992 Legislature to review the progress of the 
Department of Health, the Minnesota Health Care 
Commission, and all other agencies involved in imple
menting the MinnesotaCare law. 
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Legislative Commission on 
Minnesota Resources (LCMR) 

65 State Office Building ..................... (651) 296-2406 

John Velin - Director 
Dave Flipp - Assistant Director 
Susan Thornton - Manager, Research and Planning 
Yvonne Fritchie - Administrative Assistant 
Sandy Smith - Secretary 

The LCMR recommends funding for natural re
sources programs to be financed by the Minnesota 
future resources fund, the Minnesota environment 
and natural resources trust fund, federal oil over
charge funds, and the Great Lakes Protection Ac
count. 

Legislative Commission on 
Pensions and Retirement 

55 State Office Building ..................... (651) 296-2750 

Lawrence A. Martin - Director 
Edward Burek - Deputy Director 
Lisa Diesslin - Administrative Secretary 
Lecia Churchill - Clerk 

The commission was created to conduct an ongoing 
study and review of public employee retirement plans 
in Minnesota and to make legislative recommenda
tions to establish and maintain sound public employee 
pension policy. Annual actuarial studies of each fund 
are conducted by an independent consulting actuary 
under the direction of the commission. 

Legislative Commission on 
Planning and Fiscal Policy 

The commission was created to provide the Legisla
ture with in-depth analysis of projected state rev
enues, expenditures, and tax expenditures. 
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Legislative Coordinating Commission 

Central Accounting 

60 State Office Building ..................... (651) 296-8890 

Sandra Gulbranson - Fiscal Services Supervisor 
Sandy Horman - Fiscal Services Assistant 
Denise Jobe - Fiscal Services Assistant 

The office performs the bookkeeping and payroll for 
all of the agencies, commissions, and subcommittees 
that are under the auspices of the Legislative Coordi
nating Commission. 

Claims (Joint House-Senate 
Subcommittee on Claims) 

85 State Office Building ..................... (651) 296-0099 

D'Ann Knight - Claims Clerk 

The subcommittee reviews claims submitted by 
people who believe they have been damaged by the 
state. The majority of these claims are submitted by 
inmates at one of the state's correctional facilities. 
The recommendations of the subcommittee are for
warded to the Legislature for its approval. 

Electric Energy Task Force 

322 State Capitol ................................ (651) 296-1767 

This task force, made up of 10 members from the 
House and 10 members from the Senate, was created 
by the 1994 Legislature to study future electric energy 
sources and their costs and make recommendations 
for legislation for an environmentally and economi
cally sustainable and advantageous electric energy 
supply. 

The Legislature expanded the role of the task force 
in the 1997 legislative session, directing the task force 
to review issues relating to electric industry restruc
turing and deregulation. In 1998, the. Legislature 
required the task force to conduct analysis of several 
issues relating to electric restructuring. The task 
force is currently undertaking that review. 
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Great Lakes Commission 

351 State Office Building ................... (651) 296-2228 

The commission promotes development of the Great 
Lakes basin, plans water resource development, makes 
maximum possible use of navigational aids and other 
public works, and secures balanced use of the basin. 
The compact was signed by Illinois, Indiana, Michi
gan, Minnesota, New York, Ohio, Pennsylvania, Wis
consin, and Ontario. 

Iron Range Resources and 
Rehabilitation Board (IRRRB) 

P.O. Box 441, Hwy. 53 
Eveleth, MN 55734 ............................. (218) 744-7400 

1-800-765-5043 

John Swift - Commissioner 

The board was created to encourage economic diver
sification on the Iron Range through development of 
mineral research, agriculture, forestry, mining, and 
tourism. 

Mississippi River Parkway Commission 

P.O. Box 59159 
Minneapolis, MN 55459-8207 ............ (763) 212-2560 

Hank Todd - Managing Director 

The commission aids in the development of a scenic 
parkway and highway along the Mississippi River in 
Minnesota and in the promotion of economic develop
ment opportunities along the Great River Road. It 
works with the state and local agencies of the National 
Mississippi River Parkway Commission in the promo
tion of tourism and the enhancement of economic 
development in the Mississippi River Valley. 

Board of Trustees Candidate Advisory 
Council , 

85 State Office Building ..................... (651) 296-9002 

The council is to assist the governor in identifying 
and recruiting qualified candidates for nonstudent 
membership on the Minnesota State Colleges and 
Universities Board of Trustees. 

Regent Candidate Advisory Council 

85 State Office Building ..................... (651) 296-9002 

The council is to assist the Legislature in identifying 
and recruiting qualified candidates for membership on 
the University of Minnesota Board of Regents. 
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act 
A bill which has passed both houses of the Legislature 
and has been enrolled, certified, assigned a chapter 
number, and either has become law without the 
governor's signature, has been signed into law by the 
governor, or vetoed by the governor and the veto has 
been overridden by the Legislature. 

adjournment 
Closing of a committee hearing or daily legislative 
session for the day. 

adjournment "sine die" 
Or "without a day" - final adjournment of either the 
House or the Senate at the end of a two-year biennium. 

adopt 
Approve or accept; usually applies to a report or clause 
thereof, by adding, omitting, or altering language. , 
"The report of the committee is now adopted." See 
prevail. 

advisory task force 
A limited-agenda body in any of the branches of gov
ernment, advisory to a policy setting agency, created 
with no more than a two-year life span. Example: Seed 
Potato Certification Task· Force. 

appropriation 
An authorization by law to spend money from the state 
treasury. 

authority 
An executive branch agency (other than a department) 
whose purpose is to sell bonds for the financing, owner
ship, and development of public facilities. Example: 
Minnesota Housing Finance Agency (Authority). 
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biennium 
Two-year period. The legislative session is biennial; 
the state budget is biennial (money for a two-year 
budget cycle). Minnesota's biennium begins on July 1 
and ends on June 30, two years later. 

bill 
Proposal for a new law, change in current law, repeal 
of a current law, or for a constitutional amendment. It 
consists of a title, enacting clause and body (text), 
which is examined and approved in its form by the 
Office of the Revisor of Statutes. 

bill history 
A summa:r:y of the actions taken on a bill by each 
legislative house and/or one or more of the commit
tees. The bill history appears on the paper cover of 
"original" bills, and on the first page of printed bills. 

bill, House advisory 
A proposal for initiation, termination, alteration, or 
study of a law or program which may be drawn up 
informally in layperson's language by a legislator and 
need not be submitted to the revisor. 

bill, local 
A bill which would affect a unit or units of local 
government. 

bill status 
1. Current standing or location of a bill within the 
legislative process, which can be tracked · on the 
Legislature's Web site (http://www.leg.mn). 
2. The informal name for the index systems prepared 
by the House and Senate index departments. 



Glossary 

"blue book" 
The legislative manual published biennially by the 
Office of the Secretary of State. It contains informa
tion on the legislative, executive, and judicial branches 
of Minnesota government; election statistics; and gov
ernment history. (Blue bound book) 

board 
An executive-branch agency with prescribed official 
duties and policy-setting authorities. Boards have at 
least one of these powers: 1) to perform administra
tive acts, including spending money; 2) to issue or 
revoke licenses or certifications; 3) to make rules; or 
4) to adjudicate contested cases or hear appeals. 
Example: Campaign Finance & Public Disclosure 
Board. 

body 
1. One of the two houses of the Legislature. 2. Of a bill 
or resolution - the main text, "language," or wording. 

budget resolution 
A binding resolution adopted by the House setting a 
single dollar amount as a limitation on state taxes and 
appropriations for the fiscal biennium. 

"by request" 
Notation after the chief author of a bill indicating that 
the bill is introduced at the request of a constituent 
and does not necessarily reflect the opinion of the 
legislator who introduced it. 

Calendar for the Day 
List of bills to be taken up by the full House on a given 
day. The bills are drawn from the General Register, 
which means they have been given a second reading. 
The Rules Committee compiles the Calendar for the 
Day. 

call of the chair 
Summoning of members of a committee or body by its 
presiding officer. 

call of the house 
A condition placed upon the House at the request of 10 
members, or upon the Senate by any member, compel
ling absent and unexcused members to come to the 
chamber and to cast their vote. No member may leave 
without permission of the presiding officer. The call 
may be "lifted" by majority vote of the whole body. 

caucus 
1. A group of representatives or senators who affiliate 
with the same political party or faction, such as the 
"DFL Caucus," the "Republican Caucus," the "Major
ity," or the "Minority" caucus. 2. Meeting of such a 
group. 

chamber 
The official meeting place for the House or Senate in 
the State Capitol. 

chapter 
1. In Minnesota Statutes, a division of major subject 
areas of the law. 2. In Session Laws, each chapter is a 
bill that has been enacted (become law). Chapter 
numbers of laws are assigned by the revisor of stat
utes and then presented to the governor for approval. 

Chief Clerk 
The administrative officer with the House and parlia
mentary advisor, elected by House members. (In the 
Senate, the "Secretary.") 

Chief Sergeant-at-Arms 
Appointed officer of the body responsible for keeping 
security and order in the chamber, offices, and corri
dors; for supervision of the pages; and for some ser
vices to members, some administrative tasks, and for 
carrying out the directives of the presiding officer. 

co-author 
1. One of the joint sponsors of a bill. 2. To sponsor a bill 
in conjunction with other legislators. 

commission 
A legislative body composed exclusively of members of 
both houses. Example: Legislative Commission on the 
Economic Status of Women. · 

committee 
1. A group of members appointed from a legislative 
body to study, consider, and make recommendations 
on bills, resolutions, and other related matters that 
affect an aspect or aspects of the state. 2. An executive 
or judicial branch agency called to advise another 
body. It is limited in its authority. 

committee report 
Recommendation from a standing committee to a full 
body to pass a bill with or without amendments, refer 
to another committee, or report out without any fur
ther recommendation. 

companion bills 
Identical bills introduced both in the House and the 
Senate. 

comparison 
Study of House and Senate companion bills, reporting 
any differences in the two bills. See substitution. 
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concurrence 
The process of concurring in (accepting) the amend
ments put on a bill that passed the other body in 
another form. A bill up for concurrence is called a code 
and given a number by the House Desk. Each member 
gets a copy of the code which is a copy of all the 
amendments put on the bill by the other body. Once 
the amend~~nts have been concurred upon, the bill 
can be given a third reading as amended by the other 
body, and repassed. 

concurrent resolution 
A document reflecting the sentiment or intent of both 
houses of the Legislature that governs the business of 
the Legislature or expresses recognition. 

conferee 
Conference committee member. 

conference committee 
Committee made up of members from each house 
appointed to reconcile the differences between two 
versions of a bill that has been passed by both houses. 

confirm 
Approve an executive appointment; Senate only, ex
cept appointments to the Campaign Finance & Public 
Disclosure Board, which are considered by both houses. 

Consent Calendar-
Local or noncontroversial bills which are given their 
second reading; bypass the General Register; and are 
eligible for debate and possible amendment, third 
reading, and final passage in one day. 

constitutional amendment 
A bill that proposes to the voters a change in the state 
constitution. Notification of proposed amendments to 
the U.S. Constitution follows the course of House or 
Senate files. 

council 
An executive, legislative, or judicial committee at 
least one-half of whose membership is required to be 
made up of officers or representatives of specified 
businesses, geographic regions, ethnic groups, occu
pations, industries, political organizations, etc. 

custom and usage 
1. Guidelines used to determine a parliamentary ques
tion when the state constitution, laws, and permanent 
and joint rules do not apply. 2. The tradition and 
precedence of the body. 
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division 
A request that members stand or raise hands to be 
counted when the outcome of a voice vote is unclear or 
in dispute. 

division of a committee 
A permanent sub-unit of a committee appointed to 
consider bills or portions thereof that relate to specific 
subject areas of the committee's responsibility. 

division of a question 
To allow the separation of a motion or amendment 
which ·contains several separate and distinct parts, so 
that each part can be considered separately. 

drafting 
Drawing up a bill in legal language and standard form. 

effective date 
The date when the law takes effect. Unless otherwise 
provided in the act, all laws containing appropriations 
take effect on July 1; all other laws on Aug. 1 following 
the governor's approval. 

enabling legislation 
Act which provides the means, power, or authority to 
do something; permissive legislation; usually applies 
to local units of government. 

enacting clause 
Constitutionally required portion of a bill which for
mally expresses the intent that it become law: "BE IT 
ENACTED BY THE LEGISLATURE OF THE STATE 
OF MINNESOTA:" 

engrossment 
After a bill is amended and approved, the bill is 
engrossed. This engrossment process incorporates the 
amendment or amendments inside the bill. 

enrolled bill 
The final engrossment of a bill passed by the Legisla
ture, ready for the governor's action. 

enrollment 
Enrolling a bill puts the bill in act form. Once the bill 
has been passed by both bodies, the bill is first 
engrossed if there are any amendments, and then 
enrolled. It is printed on stationery with the words 
"AN ACT" at the top, and following the bill is a 
signature page that is first signed by the chief clerk, 
secretary of the Senate, speaker of the House, and 
president of the Senate (the bill is now enrolled). The 
bill is then ready to be presented to the governor for 
final approval. 
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file 
Official name of a bill. House file (H.F. No. __ _ 
or Senate file (S.F. No. _____ ). 

final passage 
A vote taken on a bill after its third reading, requiring 
a majority of all elected members of a legislative body 
for approval. Each member's vote is recorded in the 
Journal, as required by the state constitution. 

first reading 
Reporting of a bill to the body, as r.equired by the 
Minnesota Constitution and the rules of the body, at 
the time of its introduction and referral to committee. 

fiscal note 
A list of the costs, or financial implications of a bill, 
prepared at the request of a committee chair by the 
executive branch of government; may be attached with 
the committee report. 

Fiscal Calendar 
A list of spending or revenue bills to be taken up by the 
full House on a given day. The bills are drawn from the 
General Register, which means they have had a second 
reading. Bills can be placed on the Fiscal Calendar by 
the chair of the Ways & Means Committee or the chair 
of the Taxes Committee. 

fiscal year 
A 12-month accounting period. (For the state budget, 
July 1 to June 30. Two "fiscal years" make a biennial 
budget cycle.) 

floor 
The chamber and its environs are restricted to mem
bers of a body, its officers and employees, and autho
rized guests. 

front desk 
That portion of the chamber where the House chief 
clerk or secretary of the Senate and their assistants 
work during the session (below the rostrum of the 
presiding officer). 

gallery 
Balconies in the chamber where visitors may observe 
the proceedings of a legislative body. 

General Register 
A list of bills which have had their second readings and 
await action by the full House. 

germane 
Relevant or pertinent to. (This term is most often used 
when talking about the appropriateness of amend
ments for a particular bill.) 

germaneness 
Relevance or appropriateness of a proposed amend
ment or motion under consideration. 

grandfather clause or "grandfather in" 
In a bill which creates new or additional qualifica
tions, the clause or section which exempts from com
pliance those individuals or entities already in the 
affected class when the law takes effect. Informal 
terminology. 

11greenback" 
Identifies an original House file (must be authored by 
a House member). Sometimes called a "greenjacket." 

hearing 
A formal meeting of a committee, division, or subcom
mittee where evidence may be presented or testimony 
heard. Usually used interchangeably with "committee 
hearing." 

hopper 
Basket at the front desk in the House chamber or in 
the leadership corner of the State Office Building. 

House File or HF 
Designation appearing before the number of a bill, 
which indicates that the measure originated in the 
House of Representatives. 

indefinite postponement 
Used in connection with substitutions. Once a House 
file has been referred for comparison with its Senate 
file companion, it is reported and the differences are 
noted. By motion the Senate file is sub?tituted for the 
House file and the House file is then indefinitely 
postponed. 

index 
1. A list of bills in a particular category. 2. The 
departments within the Chief Clerk's Office and the 
Secretary of the Senate charged with recording the 
status of all bills in the House or the Senate. Listings 
of bills also are kept according to their number, 
author, topic and statutory sections affected. 

interim 
The interval between adjournment sine die, and the 
convening of a new Legislature. 

interim recess 
The interval between the temporary adjournment at 
the end of the first year of a biennial session, and 
reconvening for the second annual session. 
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introduction 
The formal presentation of a bill to a body of the 
Legislature at the time of the first reading and refer
ral to committee. 

Joint Convention 
Combined meeting of the two bodies of the Legislature 
to transact certain business, to hear addresses by the 
governor or other distinguished guests. The speaker of 
the House presides as president of the Joint Conven
tion; the House chief clerk is the secretary. 

Joint Rules 
Rules adopted by both houses to govern the Joint 
Conventions and the other official interactions be
tween the House and the Senate. 

Journal 
The official record of the daily proceedings of each 
house kept by the House chief clerk and the secretary 
of the Senate, respectively. Required by the state 
constitution, defined by statute and rules of each body. 

laid over 
Postponement or delay in consideration of a matter 
before the body or one of its committees, either tem
porarily or until a set time in the future. "I move that 
the bill be laid over untii Wednesday, April 4." 

lay on the table 
Set aside a matter before the body or committee, so 
that it may be taken up at a later time by majority 
vote. Same as "table." 

Legislative Coordinating Commission 
A committee made up of members who comprise the 
leadership of both houses; established by statute to 
supervise matters concerning the relationship, joint 
operation, and interaction of the House and Senate. 

legislative day 
A day when either house of the Legislature is in 
session; a 24-hour period commencing at 7 a.m. 

legislative immunity 
Privilege of a legislator to be free from civil arrest and 
civil prosecution during a session of the Legislature. A 
privilege granted by the Minnesota Constitution. 

lobbyist 
A person acting individually or for an interest group 
who tries to influence the introduction of, the deci
sions on, or voting on specific legislation. 

main author 
Same as "chief author." 
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majority 
1. Final Passage - 50 percent plus one of all members 
elected to a legislative body: 68 votes in the House; 34 
votes in the Senate. 2. Simple - in committee, subcom
mittee, and division,. 50 percent plus one of those 
members present while voting. 

Mason's Manual of Legislative Procedure 
The standard manual oflegislative procedure used by 
the Minnesota House and Senate. 

memorialize 
To petition (request by resolution) that a specific 
action be taken. (Resolutions by the Minnesota Legis
lature memorializing the Congress are treated as 
bills.) 

minority report 
A report containing the opinion of a minority of the 
members who disagree with the recommendations in 
the committee report on a bill or resolution. The 
minority report is considered before the committee 
report, and if adopted, stands as the report of the 
committee on that matter. 

motion 
A proposal for a specific action formally made in a 
committee, subcommittee, or legislative body. A par
liamentary device used to put a question before a body. 

"motions and resolutions" 
That part of the order of business during which mem
bers may make motions on legislative matters that do 
not come before the body under the other items of the 
order of business. 

order of business 
That portion of the permanent rules of the body which 
prescribes the order in which items of business will be 
considered. 

per diem 
Literally, "by the day." The daily expense allowance 
granted legislators during a session, interim recess, 
and interim when conducting official legislative busi
ness. 

point of order 
A device used to make a formal request that the 
presiding officer rule on a parliamentary question 
relating to a matter before the body. 

President 
The presiding officer of the _Senate, elected by the 
senators; the presiding officer of the Joint Convention 
(which is the speaker of the House). 
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prevail 
Pertains to motions; a motion which obtains the 
necessary votes for adoption is said to "prevail." "The 
motion prevails and the report of the committee is 
adopted." 

previous question 
A motioil to close debate and to bring the pending 
question to an immediate vote. 

progress 
To delay action on a bill the author can request 
progress. This action temporarily sets aside the bill. 
The request also can be more specific as "progress 
retaining its place," or "progress to a day certain," in 
which case the bill could not be considered until the 
date stated in the request. 

Pro T empore (presiding officer) 
A member of the Senate or House, respectively, desig
nated by the presiding officer to act as the presiding 
officer in his/her absence. 

protest and dissent 
A constitutional provision allowing any two or more 
members to take exception to an action of either body, 
and to have their exception printed in the Journal. 

quorum 
The number of members in attendance required to 
conduct business (50 percent plus one). 

reading 
A formal procedure required by the state constitution 
and rules. These readings indicate to legislators and 
the public that an action or series of actions have been 
taken on a bill or resolution, and the matter has 
reached the next stage in the legislative process. Bills 
receive their first reading at the time of introduction, 
their second reading after adoption of committee re
ports, and their third reading before placed upon final 
passage. Bills can receive more than first, second, or 
third readings. Before a bill can be repassed as amended 
by the other body, or repassed as amended by confer
ence, the bill must receive another third reading. 

reapportionment/ redistricting 
Redrawing legislative and congressional district lines 
every 10 years following the federal census to reflect 
changes and shifts in state population. 

recess 
1. Intermission in a daily session or committee meet
ing. "The majority leader moves that the House recess 
to the call of the chair." 2. Time between two portions 
of a biennial session. 

reconsideration 
A floor procedure whereby a question previously de
cided in the affirmative or the negative is brought 
before the body a second time for consideration. This 
motion can only be made by a member who voted on the 
prevailing side. If the motion to reconsider does not 
prevail, it cannot be made again. 

refer 
To assign a bill or resolution to committee, subcom
mittee, or division for consideration. 

referendum 
A procedure whereby a measure adopted by the Legis
lature may be submitted to the electorate of a local 
unit of government for ratification. 

re passage 
A final vote on a bill previously passed in another 
form. The House and Senate repass a bill after concur
ring on the amendments of the other body, and after 
adopting a report of a conference committee. 

report 
Constitutional language which signifies the same ac
tion as the more commonly used traditional term 
"reading." 

report, committee 
Recommendations of a standing committee that a bill 
or resolution be passed or be passed with certain 
amendments, with or without reference to another 
committee, compiled by the committee's legislative 
assistant and certified by the chair; may include a 
fiscal note or revisor's analysis. 

report/ comparison 
Formal announcement by the House chief clerk or 
secretary of the Senate that companion House and 
Senate bills are identical or identical with certain 
exceptions. 

report, minority 
A report containing the opinion of a minority of the 
members who disagree with the recommendations in 
the committee report on a bill or resolution. The 
minority report is considered before the committee 
report, and if adopted, stands as the report of the 
committee on that matter. 

re-refer 
Reassign a bill or resolution to committee. 

resolut!on, constitutional 
Resolutions proposing an amendment to the state 
constitution or ratifying an amendment to the U;S. 
Constitution. They are treated as bills. 
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resolution, House or Senate 
Resolution expressing the opinion, sentiments, or 
intent of one house alone. 

resolution, joint 
An action taken by the Legislature meeting in Joint 
Convention. , 

resolution, memorial 
A resolution, introduced as a House or Senate file, 
that urges another governmental body to take or 
refrain from a certain action. 

revenue-raising 
Constitutional term for the setting of taxes. Revenue 
raising measures must originate in the House. "Rais
ing" means collecting, not "increasing," and applies 
only to taxes and not to expenditures. 

Revisor of Statutes 
The office established by statute to draft all bills 
(except House Advisories) and resolutions introduced 
by members of the Legislature, to engross and enroll 
bills and resolutions, and to publish the Minnesota 
Statutes, Session Laws of the State of Minnesota, and 
Administrative Rules (rules adopted by executive 
branch agencies with statutory rule making 
authority). 

roll call 
Recorded vote taken by either body by means of the 
electrical voting system or by calling by voice for the 
votes of individual members. All roll calls are recorded 
in the Journal of the House. 

rules 
1. Regulating principles, methods of procedure. These 
include the Minnesota Constitution, Minnesota Stat
utes, Permanent Rules of the House, Joint Rules of the 
House and Senate, Mason's Manual of Legislative Pro
cedure, and custom and usage. 2. An operating prin
ciple or order promulgated by a branch or unit of state 
government under authority granted by the Legisla
ture. These administrative rules have the force and 
effect of law. 

Rules Committee 
Officially, the Rules and Legislative Administration 
Committee in the House and the Committee on Rules 
and Administration in the Senate. A standing committee 
made up of the leadership and other members of both 
caucuses, which prepares and recommends rules for the 
body and changes therein, designates and assigns em
ployees of the body and their compensation, designates 
bills for consideration as Special Orders, makes recom
mendations on resolutions and bills, and recommends 
policy to govern the administration of the body. 
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Second Reading 
Reporting of a bill to the body following the adoption 
of the committee report. "Second Reading" places the 
bill on the General Register, or if recommended, to the 
Consent Calendar, as required in the constitution and 
rules of the body. 

Secretary of the Senate 
The chief administrative officer and parliamentary 
advisor elected by the senators. 

Select Committee 
Committee established to study and report on a specific 
issue. Sometimes known as a "Special Committee." 

Senate File (SF) 
Designation appearing before the number of a bill 
which indicates that the measure originated in the 
Senate. 

Sergeant-at-Arms 
See Chief Sergeant-at-Arms. 

session 
The biennial period during which the Legislature 
meets. 

sessio.n, daily 
A meeting of the House or Senate in its chamber, used 
interchangeably with "Legislative Day." 

session, joint 
Same as Joint Convention. 

session, regular 
The annual meeting of the Legislature between the 
first Tuesday after the first Monday in January, and 
the first Monday after the third Saturday in May. 

session, special or extra 
When the Legislature uses up its constitutionally 
permitted 120 legislative days in a biennium, or after 
the date prescribed by law for annual adjournment and 
if matters in the state present a sufficient urgency, the 
governor may call a special (or extra) session of the 
Legislature. The governor can call a special session for 
a purpose, but cannot limit the matters_ to be consid
ered nor the length of sitting. 

Session Laws 
Published numerical listing of the text of all bills that 
become law during a legislative session including 
appropriations, local and temporary laws, proposed· 
constitutional amendments, a:ndjoint resolutions; and 
a comprehensive index. Session Laws also is known as 
Laws of Minnesota and Session Laws of the State of 
Minnesota. 
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Sine die 
The end of the even-numbered year in the biennium, 
terminating the two-year session. 

Speaker of the House 
Presiding officer of the House elected by House 
members. 

standing committee 
Permanent committee appointed with continuing re
sponsibility to study and make recommendations on 
bills and resolutions within a general field of legisla
tive responsibility. 

statutes 
A compilation of the general and permanent laws of 
the state, printed every two years by the revisor of 
statutes; organized according to subject matter. 

substitution 
The procedure whereby a bill which has received final 
approval in one body takes the place of its companion 
bill in the opposite body, by motion. If the bill is on the 
floor of the receiving body, the bills must be referred 
for compariso_n before substitution. See comparison. 

table 
To set aside consideration of a question temporarily or 
indefinitely. 

Third Reading 
Final reporting of a bill to the body before its final 
passage or before repassage if the bill has been amended 
by the other body, by conference, or after reconsidera
tion. No amendments except amendments to the title 
may be offered after the third reading unless unani
mous consent of the body is granted. 

title 
A concise summary of the contents of a bill and the 
portions of law it affects. 

unofficial engrossment 
An unofficial version of a bill pending before a commit
tee or the whole body which has been rewritten to 
include in its text proposed amendments which have 
not been formally adopted. Senate files may be unof
ficially engrossed by the House to incorporate amend
ments adopted by the House, but on which the Senate 
has not yet concurred. 

veto 
The power or action of the governor to reject a bill. The 
bill is returned to the house of origin with a veto 
message. 

veto, line-item 
The power or action of the governor, rejecting one or 
more items of appropriations in a bill, while approving 
the rest. 

veto, pocket 
Rejection of a bill by the governor after the Legislature 
has adjourned sine die, preventing its reconsideration 
by the Legislature. 

veto message 
A letter from the governor to the presiding officer of 
the house of origin of a bill in which the governor 
states the reasons for rejecting the bill or line-item 
vetoing it. 

veto override 
Re-enactment by the Legislature of a bill vetoed by the 
governor. A two-thirds majority of each house is re
quired to override a veto. 

vote 
1. Formal expression of a decision of the body or one of 
its committees, divisions, or subcommittees by roll 
call or voice on a motion, bill, resolution, or other 
policies. 2. The expression of a decision by an indi
vidual member. 3. The means by which this decision is 
expressed. 

"yellowback" 
Identifies an original Senate file (must be authored by 
Senate member). Sometimes called a yellowjacket. 

yield 
To surrender the floor temporarily to another member 
for the purpose of hearing a question or to hear an 
explanation. 
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